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FOREWORD

Legal Basis of the Vocational Industrial Fund
in connection with

Operations of the Connecticut Vocational-Technical Schools

Training on "real jobs" has long been an established policy of the
Connecticut Vocational-Technical Schools, particularly in the operative
or skill phases of instruction. In recognition of the proven values ofthis policy and to properly provide for it, the General Assembly of 1929enacted legislation establishing an "Industrial Fund for the State Boardof Education". Subsequent legislation has expanded the original Act, sothat it now reads as follows:

"The state board of education shall use the industrial fund,
established in connection with its administration of vocational
education, as a revolving fund in securing personal services,
contractual services and such materials and supplies, with suchequipment as maybe chargeable to the cost of a specific pro-
duction contract, in the establishment and continuance of such
productive work as vocational schools perform in connection
with the board's educational program for such schools. Claimsagainst the state in behalf of said board shall be paid by
order of the comptroller drawn against said fund. The proceedsof all sales resulting froi the productive work of the schools
shall be paid into the state treasury and credited to said fund.Within ten months after the close of each fiscal period anybalance as of the close of such fiscal period, in excess of
one hundred twenty thousand dollars, as shown by the inventory
of manufactured articles, material on hand or in process of
being manufactured, bills receivable and cash balance, afterdeduction of obligations, in the industrial fund, shall revertto the general fund."

For budgetary and accounting purposes, this fund is considered aWorking Capital Fund, and is designated as the "6.8 Fund", in accordancewith the Comptroller's classification as indicated in Standero Practic,:!Instructions, Bulletin No. 1.



SECTION 1

GENERAL POLICIES

I. INTRODUCTORY

8

This section is intended to provide a policy framework within
which real work experiences as an element of instruction may be
organized and maintained to best advantage in the vocational-tech-
nical schools.

B. Justification of Real Work Program

Justification of school participation in the field of ritual
commercial work is that such work is necessary for valid and com-
plete training of the student. If a school program aims to provide,
as a part of its offerings, reasonably good training in trade judg-
ment and operative skills, actual work under usual conditions is
obviously essential. Where such real work experiences are not pro-
vided, vitally needed values are lost or at least greatly dimin-
ished. The history of apprenticeship, both ancient and modern,
points to a continuing recognition that experiences on real work
are imperative if good vocational preparation is to result.

C. Differences in Business and School Objectives

There are, however, important differences between the con-
tractor or industrialist engaged in private business and the
vocational-technical schoolts total education program. These
differences need to be fully understood by both administrative
and instructional staffs otherwise the objectives may become con-fused and the program correspondingly abortive. Frivate businessis primarily organized for profit and whatever training may be
carried on is more or less secondary or incidental. The voca-
tional-technical school on the other hand is organized for educa-tion and vocational training in proper balance. Its primary busi-
ness, therefore, is the development of human values.

Obviously, then, the producing of commercial jobs is not the
primary function of a vocational-technical school and should neverbecome a dominating factor in school outlook or policy. On the
other hand, real jobs must be recognized for that they are, im-
portant media of training, and not dismissed from mind merely
because it can be shown that the school is not expressly engaged
in producing articles for sale. In the practical phases of the
training there is very evident relationship between the quality
of the job and the kind of instruction the student receives.



II. ASPECTS RELATED TO TEE PUBLIC INTEREST

A. Schools Not in Competition with Private Industry

An elment which usually needs clarification in the public
mind is the somewhat natural assumption that the vocational-tech-
nical school may be a threat to privately organized business or
industry because of the amount of commercial work it may do.

This impression is further magnified if a school, as a gen-
eral practice, contracts for such work at rates considerably below
usual prices. As a rule, however, this feeling grows out of gen-
eral rather than specific information. An example will perhaps
help to olarify the extent in reality of such competition.

In a typical school shop, the total amount of work done during
a year amounts to approximately $3,600.00. In the same area served
by this school, there are six contractors in the field. Assuming
that each contractor secured an equal share of this work, it would
amount to $600.00 each. Furthermore, it is well to remember that
this same school employs in its department two tradesmen who were
trained as instructors, one of whom had previously been in busi-
ness as a contractor. Both of these men, if released from their
present work might well enter the contracting field themselves
and thus increase the competition to a much greater extent than
that represented by the school's production work needs in this
trade. In addition, most of the journeymen employed by these
local contractors received their basic training in the trade at
the vocational-technical school.

B. Production Work as an Aid to Training Costs

Whether vocational training is provided by private industry
and paid for by private funds or carried on under public auspices
and paid for by public funds, costs are in both cases evidently
necessary. Contractors train apprentices on real work. in doing
this, they achieve three general objectives:

1. Provide valid training for the apprentice.

2. Conserve material costs.

3. Promote completion of the job.

It is unlikely that any employer would approve having appren-
tices trained on exercise work to be scrapped after completion.
This would be an expensive and perhaps futile form of apprentice
training from the standpoints of materials, time and human values.
The vocational-technical school is in much the same position so
far as its practical training is concerned. The school needs real
work to provide valid instruction and when properly selected and
organised such work results in:

1. Value for the student in more effective training in
less time.
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At the discretion of the school director, however,
occasional jobs, not exceeding $25.00 labor, may bedone on a "no labor charge" basis. Jobs in excessof $25.00 labor on a "no labor charge" basis requirethe further approval of the State Director of Voca-
tional Education. This exception will permit the
school, occasionally, to provide some reasonable aidto community drives or to other like activities.

B. Material Charges for Production Work

When the school furnishes the materials used in productionwork, charges will be at the school cost plus a 20% mark-up.However, when materials are furnished to students in connectionwith personal training projects, the charges will be at schoolcost plus a 10% handling charge.

C. Sales of 6.8 Materials

1. Sales of Stock Materials

Sales of materials from stock, not associated withproduction jobs, shall be avoided except in minor
cases of accommodation or of an emergency character.The school is not, nor should it be, engaged inretail selling. However, any such sales shall
carry a 20% mark-up.

2. Sales of Books, Training Supplies and Tools

Sales to students of books, training supplies andtools shall be made at school cost plus a 10%
handling charge.

D. Production Work for State Department of Education Units

Estimates for production work for units of the State Depart-ment of Education are to be based, and charges made, on schoolcost of materials only, no labor charges or any other overheadexpenses to be included. This covers also work done by a voca-tional school for its own plant, including that authorized bythe Public Works Department financed through a bond fund allot-ment.

E. Production Work for Stock

In order to conserve or recover the costs of training ma-terials, projects for instructional purposes may at times beauthorized by the director as stock orders. Upon completion ofthe same, and at the discretion of the school director, theymaybe sold at clearance sales rates. Such projects may not bemade expressly for any particular customer. The sale priceshall be the best price obtainable in a competitive market.
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IV. CONTRACT IMPLICATIONS AND RESPONSIBILITIES

A. All Production Work on Contract Basis

It should be kept in mind that each production order when ac-
cepted, regardless of size or character, constitutes a contract by
the state with a customer. A customer maybe any person, partner-
ship, corporation or institution. In this connection, it should
be noted that school employees or students having work done by the
school are, therefore, to be considered as customers in the usual
sense of that term.

B. Responsibilities of Directors

Directors are responsible for all production work carried on
in the schools under their charge and approval and general super-
vision of such work shall directly or indirectly include the fol-
lowing on their parts:

1. Approval

a. Examination and approval of customer's credit.

b. Examination and approval of plans and specifica-
tions including licenses and permits.

c. Examination and approval of estimates and prices.

d. Examination and approval of contract forms and
procurement of required signatures.

e. Approval of production order authorizing that
the work be started.

2. Supervision

a. Follow up progress of work by frequent inspec-
tions and instructor contact.

b. Keep instructors conscious of need for follow-
ing plans and specifications meticulously and
in case of change, secure the owner's approval
in writing for such change, using the pre-
scribed form for this purpose.

c. See that partial payments, if called for, are
promptly made.

d. See that instructional objectives and effective
teaching methods are employed and good public
relations maintained.

e. Encourage prompt job completion and require that
all production orders be completed in accordance
with accounting procedures and forwarded to the
Office of Departmental Administration for billing
without delay.



C. Responsibilities of Instructors

In like manner, instructors are responsible to the sOhoeldirector for carrying out their responsibilities in 0001444MOOwith policies and procedures as herein outlined and provided.

V. CLASSIFICATION OF UHARGES AND DISCOUNTS

In order to safeguard values and establish reasonable uniformity,the following provisions and classification of charges !ball 'aversall Eiraditction work coilimitineritstin- the vocational "b"lth
A. Labor Charges

1. Labor Charges for Production work covering all
Conditions Except as Indicated in Paragraphs A2, 3, and 4.

The price of labor roe practuation work shall D. based en
the average journer:A.n rate for the particular trade 011
a state-wide basic, less a discount of 2101. This discos*of 25% is al laved in order to cover special training swedeand any conditions of inconvenience to the cuebasaire fOrthe addition-,1 a-nount of time required to partook work.Thesis. rats :.----,; 1;o be established by the barest of *sem
tional-Technical Schools from information obtained by the
schools frcm ).;he area offices of the Conneotiemt State
Employment Service. (Rate schedule on &Mufti page)

2. labor Charges for Production Work for
Vocational-- Technical School Students.

Mb charge will be made to the student for labor= promsects in connection with students' personal training.
These projects must be in line with the student's needsin his training or trade, and are restricted to the
particular trade in which he is enrolled. All other
production work for students will carry the sass labor
charges as those outlined in paragraph A.1. above.

3. labor Charges in Barbering, Beauty Culture and Dressmaking imps
Prices for work done in those shops will be in canforomante with a uniform price list, based an current area
prices, to be established by the school and approved bythe Bureau of Vocational- Technical Schools. This pricelist should be revised, when necessary, to conform with
area price changes.

4. Labor Charges for Production Work for Philanthropic
Organizations, Civic Groups, lbwn Boards of ldmoation
and Agencies of the State other than the State Depart-
ment of !'duration,

Charges for production work for this type of organisation
shall be made on the same basis as shown in paragraph 41.1.above.



PRODUCTION RATES

The rates listed below were established by the Bureau of Vocational- Technical Schools
from information obtained by the schools from the area offices of the Connecticut
State Employment Service. In computing the labor charge for production work the
"Discounted Rate" should be used.

Trade Gross Rate Discount Net Rate

Automobile Mechanic ...1190
ak 4

.75
A..roved

2.25
rice lis *

Discounted
Rate

2.25

Barberip&
eaut Culture
Cement..,...-
LraftinArArchitectural 3.00
Drat'tintJiachine 3.00

essmak liHam,uakin -Sevin

Approved price list**
A.. . ved rice list**

.75 2.25 2.25
2.25 2.25

A..roved rice list**
Electrical
ood Services omemakin

3.35
oo

.84

ood Trades A Iroved

2.51
2.2

ric
2Founujdry

Electronics

Nacloite
Na I *A'

.00

3.35
1,00

2.50
2.2

list*
2 2 2

.84 2.51 2:50

.75 2.25 2.25
8 2 1 2

Pai in and Decoratin 00 2 2 2 2
P1 .1t1 I ..: f Ste 11 fittin 8 2 1 2
krinitU
Radp and Television

WALDAIDIAWITAla
1

Tool pnd Dientakjaz

Watch, Clock, and

,111.1-~c

43.00 .71 2.21_ 2.25
3.35 .84 2.51

.8 2 1 2
3.31 .84 2.51

1101111421,1133 .a
2.25

2.50

2.25
2. 2.

In using the above established rates, the only variable factor is the estimate of
time required to do the job on the basis of journeyman hours. This factor should
be carefully considered for each job, and calculated on the basis of established
estimating practices, procedures, principles, knowledge, experience and good
judgment.

On jobs where the labor charge canputed as stated above would be less than $1.00,
the minimum charge of $1.00 should be made without allowance for the 25% discount.

*Approved price list to be established by the school in accordance with the
instructions on Page 19.

**Approved price list to be established by the school in accordance with the
instructions on Page 12, Section A.3.
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At the discretion of the school director, however,
occasional jobs, not exceeding $25.00 labor, may bedone on a "no labor charge" basis. Jobs in excessof $25.00 labor on a "no labor charge" basis requirethe further approval of the State Director of Voca-
tional Education. This exception will permit theschool, occasionally, to nrovide some reasonable aidto community drives or to other like activities.

B. Material Charges for Production Work

When the school furnishes the materials used in productionwork, charges will be at the school cost plus a 20% nark-up.However, when materials are furnished to students in connectionwith personal training projects, the charges will be at schoolcost plus a 10% handling charge.

C. Sales of 6.8 Materials

1. Sales of Stock Materials

Sales of materials from stock, not associated withproduction jobs, shall be avoided except in minorcases of accommodation or of an emergency character.The school is not, nor should it be, engaged inretail selling. However, any such sales shall
carry a 20% mark-up.

2. Sales of Books, Training Supplies and Tools

Sales to students of books, training supplies andtools shall be made at school cost plus a 10%
handling charge.

D. Production Work for State Department of Education Units

Estimates for production work for units of the State Depart-ment of Education are to be based, and charges made, on schoolcost of materials only, no labor charges or any other overheadexpenses to be included. This covers also work done by a voca-tional school for its own plant, including that authorized bythe Public Works Department financed through a bond fund allot-ment.

E. Production Work for Stock

In order to conserve or recover the costs of training ma-terials, projects for instructional purposes may at times beauthorized by the director as stock orders. Upon completion ofthe same, and at the discretion of the school director, theymay be sold at clearance sales rates. Such projects may not bemade expressly for any particular customer. The sale priceshall be the best price obtainable in a competitive market.
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The above described work would cover such projects as smallplay houses, chests, hand tools, standardized garments, or similaritems, which, may be made from time to time purely for instructional needs and purposes. It is obvious that where such work is doneits general accumulation may confront the s6hool with the necessity either to scrap the same or sell it at reduced rates. If afair return can be secured for such items, it represents a savingin material costs to the school.

Great care needs to be exercised in differentiating betweenstock orders for purely instructional projects and charges asestablished for work expressly contracted for by a customer.



SECTION II

RECORD= AND ACCOUNTING PROCEDURES

I. GENERAL INSTRUCTIONS

A. Introductory

The preceding section sets forth the over-all philosophy
and general policies to be followed in carrying on production
work in the vocational-technical schools which apply to all types
of product: on work activitiez.

This section (Section II) deals spncilically with a unified
system of recording and accounting whic~ must be followed in
preparing estimates, quoting prices, processing and completing
production work of any and all kinds in the vocational-technical
schools.

This system will require such records to be kept at the
schools as are necessary to convey information to the Division
of Vocational Education and to the Office of Departmental Ad-
ministration in the manner as hereinafter described.

The billings to customers and the keeping of accounts re-
ceivable will be done by the Office of Departmental Administration
where these accounts will be tied in with the budgetary accounts.

B. Controlled Forms

Several of the standard forms used for authorizing, complet-ing and recording production wor1t in the technical, schools are
pre-numbered and controlled for purposes of public audit. Allsuch pre-numbered forms must be accounted for and if damaged orcancelled must be sent through channels in the regular mannerwith explanation on all copies as needed.

The school clerk must maintain a record of each pre-numberedform, showing in numerical sequence the pads received from theCentral Office Stockroom, and indicating the name of the instructorto whom each pad is issued. She must also keep a running record,in numerical sequence, showing the customer's name for each pro-
duction order number as it is issued by the instructor.

C. Retention of Records

All production work records, whether controlled or uncon-trolled, are state records and by law must be retained by theunit for three completed fiscal years. If the records havenot been audited during that period, they must be further re-tained until the audit has been completed.
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D. Responsibilities of the Director in Relation toProduction Work Activities

The director of the vocational-technical school shall super-vise and direct all production activities of his school as outlinedin Section I, General Policies. It shall be the duty of the schooldirector to see that the regulations herein prescribed are adheredto, and he shall also inform the instructors and clerks at theschool as to the procedures to be followed and see that they arecarried out. He is responsible for dealing with the customers innegotiating and closing contracts for performing work, and inquoting prices based on the cost estimates compiled by instructors.He is also finally responsible for dealing with the customer inall questions pertaining to the requirements and specificationscalled for by the job. These responsibilities he may dischargeeither by direct dealings with the customer or by specific dele-gation of such authority to an indicated instructor.
E. Production Work for, and Sales to,

Other State Department of Education Units

Work performed for, or materials sold to, other units of theState Department of Education shall be treated in every respect asorders from outside customers, except that no charge shall be madefor labor or for material mark-up. (See General Policies Section)
The unit ordering the work or materials will send a purchaseorder in the usual manner, except in the case of repairs to statecars not over $25.00 which maybe authorized by the driver of thecar.

The school doing the work or selling the material will issueits own production order or sales slip in the usual manner. Uponcompletion of the job or the sale, the
production order or thesales slip will be forwarded to the Office of Departmental Admin-istration for processing.

F. Sales Tax Instructions

A sales tax at the prevailing rate will be charged on allproduction orders and sales slips except for the followings
1. Non-taxable Sales (Not to be included in "Gross Receipts"

on Sales Tax Return)

Construction of buildings (houses, garages, etc:.)Labor for repairs or installation
Barber shop sales
Beauty Culture Sales

2. Tax-exempt Sales (To be included in "Grass Receipts" on SalesTax Return and subsequently deducted)
a. No exemption certificate needed

Children's clothing
Food products
Meals served in school under $1.00
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Sales to United States Government, State of
Connecticut, or any political subdivision
or agency thereof, including public schools,
police, fire departments, etc.

b. Exemption certificate required

Sales to customers for resale purposes
Sales of materials and tools used and consumed

directly in an industrial plant in the process
of manufacturing, or directly in agricultural
production. NOTE - Machinery and replacement
parts are not exempt,.

Sales to exempt agencies - charitable and reli-
gious organizations including those organized
for scientific, educational, literary, histor-
ical, or cemetery purposes, if the organiza-
tion has furnished a valid exemption certifi-
cate. NOTE - Church societies are not exempt.

3. Computation of Tax

a. Tax on new items

When a new item is being produced, fabricated,
processed, printed or imprinted by a vocational
school, the taxis computed on the total amount
charged to the customer by the school, regardless
of whether the school furnishes labor only, or
material and labor.

b. Tax on repairs and installation

No tax is charged on labor for repair work, in-
cluding repairs to real estate, or for instal-
lation of equipment. If the school furnishes
materials, however, the tax is computed on the
price charged the customer for materials. Also,
if a new component part is made to effect these
repairs, the tax is charged on the total cost of
making the part, including labor and materials.

c. Tax on direct sales of materiels

Sales tax shall be added tct the selling price
When making direct sales of materials.

d. Quotation not to include tax

The sales tax is never included in the price
quoted on a job. The quotation should state
a given price "plus tax*. When the customer
is to make payment, or when the order is to
be billed, the tax should be computed and added
to the total price of the Job.
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II. J03 SST/MATES (Form VT 71)

A. Purpose and Form

Instructors are required to prepare in triplicate and to sub-mit "Job Estimate" (Form VT 71) for all jobs totaling $50.00 ormore. The school director may, at his discretion, require formalestimates for production jobs of less that $50.00 should he findthis desirable or necessary.

The job estimate forms the basis of all quotations and con-tracts for jobs totaling $50.00 or more. When a quotation basedon the job estimate is accepted, a written contract of suitableform as hereinafter described is entered into with the customer.A production order based on the contract is then issued and ap-proved and work on the job may be started. Consequently, it isimportant that job estimates be prepared with considerable care.

The preparation of job estimates requires a clear under-standing of the character and extent of the work to be done.Therefore, they should be based on adequate plans or othersuitable work guides which describe the job.

In auto or radio repairing and similar jobs where cost ofmaterials cannot always be accurately determined in advance,estimates may be made for labor on specified operations, thecustomer to provide all parts or materials needed for the job;or if the school furnishes the materials or parts, the cost ofsuch materials or parts, plus mark-up, will be added to thequoted labor price.

Any change to the specified operations after a productionorder has been issued should be covered by an "Authorization forChange to Job Specifications" (Form VT 76).

B. Preparation of "Job Estimate" (Form 1T 71)

The following procedure should be followed by the instructorin preparing this form:

1. Fill in top of form giving complete data as indicated.

2. Give a concise, clear description of the job. Enterthe number odd numbers of the sketches or plans on whichthe job estimate may be based. If sketches or plans donot have identifying numbers, assign numbers to them,writing them on the prints as well as on the job estimateform. If no sketches or plans are available, state whatwork guides were used in estimating the job.

3. Determine the quantities of different kinds of materialsneeded to complete the job, making due allowances for suchwaste materials as may be usual to work proocrising in thetrade represented. Ehter on the form under "Description



CONNECTICUT STATE DEPARTMENT OF EDUCATION
Division of Vocational Education

JOB ESTIMATE

Form VT 7

Dato
eel Sabool No. Shop Shop No.

ustemes Na w Tel. No.

ESCRIPTION OF JOIls

DESCRIPTION OF MATERIALS QUANTITY SCHOOL COST
PER flUT A(OUW

TOTAL MATERIALS COST

DESCRIPTION OF LABOR NUM11/13
OF /10171

,Fr1=

TOTAL HOURS LABOR

TOTAL MATERIALS COST $ . .. . . . .. PLUS MARK-UP % TOTAL AMOUNT $

TOTAL. L A B O R ..... . . . HOURS, AT PER HOUR $ (BISCOUNT RATE $

TOTAL CHARGE TO CUSTOMER $

SIGNED INSTRUCTOR DATE APPROVED DIRECTOR DATE
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of Materials" a list of the materials needed, the unit
cost to the school and the total amount for each item,
and total the "Amount" column to arrive at the "Total
Materials Cost".

4. Estimate the total number of journeyman hours required to
complete each major portion of the project or each major
operation, and list this information under the heading
"Description of Labor" and total the column to arrive at
"Total Hours Labor".

5. Fill in the data required in lower part of the form and
complete the total charges for materials and for labor.
Total these amounts to determine the "Total Charge to
Customer".

6. Complete the job estimate form by entering the date andsignature where indicated and promptly forward the first
two copies of the form to the school director for his
approval and action. The green copy is retained by the
instructor for his files. The goldenrod copy, when
approved, will be returned to the instructor. The
canary copy will be placed on file in the school office.

Co Indirect Costs

No charge should be made on the job estimate form for in-direct costs, including transportation charges, as these areabsorbed in the total labor charges.

D. Issuance of Production Order

If the total estimate is not over $100.00, the instructormay issue a production order to cover the job upon receivingthe goldenrod copy of the approved job estimate form.

If the price is over $100.00, the director shall prepareform VT 72 "Quotation and Contract" to cover the job. In suchcases, the instructor will issue a production order after hereceives the green copy of the signed "Quotation and Contract"together with the goldenrod copy of the approved job estimateform.

E. Use of Job Estimate (Form VT 71) for Baking and Food Trades Shop
1. Baking Shop

A job estimate form should be on file in the shop for eachitem sold to show how the selling price was determined.This price should be based on the cost of ingredients plusa 100% mark-up for miscellaneous supplies and labor, theend result being a price to compete with the trade. On
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recurring items, the job estimate form may be prepared
on the basis of a typical batch. In such cases at least
annually, and more frequently if necessary, these esti-
mates should be reviewed and corrected to reflect changes
in cost prices.

2. Food Trades Shop

A job estimate form should be on file in the shop for
each item sold to show how the selling price was deter-
mined. This price should be based on the food cost per
portion plus the usual 20% mark-up. On recurring items,
tha job estimate form may be prepared on the basis of a
typical batch. In such cases at least annually, and more
frequently if necessary, these estimates should be re-
viewed and corrected to reflect changes in cost prices.

See instructions for "Use of Cafeteria Facilities" for
establishing prices for special meals where school facil-
ities are used by an outside agency.

If a price for a particular item remains constant during morethan one fiscal year, the job estimate form on which the price
was computed must be retained until after the audit of the last
year during which the price was in effect.

F. Director's Approval and Action

If the prospective job involves suitable work for severaltrades taught in the school, the director shall see that the
instructors concerned are notified and that the requisite datais available to them for submitting estimates. When all esti-mates are assembled, the director shall study the same for
completeness and accuracy and for conformity to the established
policies governing production work. If the estimates are foundto be satisfactory, he shall approve the same by signing allcopies in the space provided and take the following action:

1. If the job is not over $10O.0O, he shall return the golden-rod copy of the approved job estimate to the instructor whomay then issue a production order to cover the job.

2. If the job is in excess of $100.00, he shall prepare FormVT 72 "Quotation and Contract". When the signed contracthas been received from the customer, the green copy of thequotation and contract together with the goldenrod copy ofthe job estimate form will be returned to the instructorwho may then issue a production order.

III. CUSTOMER'S FINANCIAL RESPONSIBILITY

Before entering into a contract with a customer, unless fullpayment is to be made in advance, the school should have evidencethat the customer will be able to meet the payments as stated inthe contractual arrangements.



21

A. Governmental Agencies and Established Business Concerns

Contracts for governmental agencies or for estab-
lished business concerns with whom the school has trans-acted previous business maybe accepted if authorized
either by the customer's signature on a contract form orby a purchase order form signed by an official of themipang.

B. Building Operations Contracts

As soon as agreement has been reached with tile cus-tomer on a building job the school will prepare the JobEstimate forms and obtain from the customer the followingmaterial:

1. The names of three local residents as references,unless the Director is well acquainted with the
customer.

2. A letter from the customer's employer stating his
employment record and average weekly wage, withoutovertime.

3. A. letter J.rom the bank confirming a construction
mortgage and stating the terms of the mortgage,unless the customer furnishes other means of finan-cing the job.

4. A copy of the deed to his property, showing the vol-ume number and page number of the town record bywhich it is recorded.

If, alter a careful examination of the above documents,it appears that the customer is a good financial risk, thecontract forms may be completed. If there is any doubt asto the customer's
reliability, the credit rating serviceas outlined below should be used.

C. Individuals or Business Concerns Whose Financial Responsi-bility is Not Known to the School

As customers in this group constitute the greatestcollection risk, the customer's financial responsibilitymust be thoroughly
investigated before the contract issigned. Credit rating as provided for below should be ob-tained for all such jobs in excess of $100.00.



D. Credit Rating

To obtain credit rating for a customer the following
procedure should be used:

1. "Application for Credit Rating" (Form VT 70) should beprepared in triplicate and the first two copies sub-mitted to the Office of Departmental Administration:

2. The Office of Departmental Administration will obtainthe necessary information from the Hartford Credit RatingBureau, and on the basis of that information will make arecommendation concerning the extension of credit to thecustomer.

3. The Office of Departmental Administration will retainthe white copy of the application (Form VT 70), and re-turn the canary copy to the school, together with theconfidential credit report, and if the customer is a goodcredit risk, the contract forms may be completed.

4. No charge is made to the school for the credit ratingservice, as the cost of this service is charged directlyto the surplus of the Industrial Fund.

IV. TERMS CF PAS
A. Credit Basis

As a general rule, all production work should be done ona cash basis. To conform to accepted business practices, cre-dit may be extended by the director to the following, if theabove conditions have been met:

1. Established business concerns. It is understood that anindividual who is in business under his awn name and whomaintains a good credit rating in the community may beconsidered as an "established
business concern".

2. Governmental agencies

3. State Department of Education employees

B. Cash Basis

Unless credit may be extended as stated above, paymentmust be on a cash basis as follows:

1. Contract jobs

a. Payment in full when contract is signed, or



CONNECTICUT STATE DEPARTMENT OF EDUCATION

Division of Vocational Education

APPLICATION FOR CREDIT RATING

REQUESTED BY DATE
(Name of School)

(Name and Address of Customer)

HAS APPLIED FOR CREDIT AS INDICATED BELOW:

DESCRIPTION OF JOB:

or VT No. le

TERMS OF PAYMENT:

INFORMATION ON FILE AT SCHOOL IS AS FOLLOWS:

PLEASE OBTAIN WRITTEN-ORAL REPORT FROM THE CREDIT RATING BUREAU.
(Cross off One)

(School Director)

FOR USE OF DEPARTMENTAL ADMINSTRATION

THE CREDIT RATING BUREAU REPORTS THE FOLLOWING INFORMATION:

SIGNED:
(For Office of Dept. Adm.) Date
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b. Partial payments. Provision may be made for partial
payments provided that a sizeable deposit is made
before the work is started, and that the entire con-
tract is paid before the job is completed.

2. Jobs not on contract

a. Payment in advance, or

b. Cash on delivery (C.O.D.)

V. CONTRACTS

L. Purpose

The purpose of a Contract
basis of an agreement. Unless
understanding of what is to be
concerning the costs involved,
contract exists.

is to state the terms or
both nrties have a clear
done and are in agreement
it might be argued that no

B. Production Order (Form VT 73) Used as a Contract

For jobs not exceeding *10040 the "Production Order"
(Form VT 73) when properly made out and signed by the cus-
tomer, constitutes a sufficiently satisfactory contract.
In cases where an established business concern issues a
purchase order a duly authorized customer's purchase order
will be acceptable in lieu of the customer's signature on
the production order, and the purchase order number will be
inserted in the space provided.

C. Quotation and Contract (Form VT 72)

On any job in excess of $100.00, the school office will
prepare the "Quotation and Contract" (Form VT 72) in quadru-
plicate and present it to the customer with supporting plansand specifications for his signature. Only three copies ofthe plans and specifications are required. In cases where
an established business concern issues a purchase order aduly authorized customer's purchase order will be acceptablein lieu of signature on the form, in which case the purchase
order number will be inserted on all copies in place of the
customerls signature. If the total amount of the contract
is $1,000.00 or less, the school director will sign the formsas the representative of the state without further approval
before presenting the forms to the customer for signature.



Form VT 72
CONNECTICUT STATE BOARD OF EDUCATION

Divisin of Vocational Education

QUOTATION AND CONTRACT
THIS CONTRACT IS SUBJECT TO THE CONDITIONS STATED ON THE REVERSE SIDE

School Address

Contract No. School No. Production Order No.
Customer's Name Tel. No.
Customer's Address

In accordance with your request and based on the specifications furnished, we quote the following prices for
the work indicated. Your signature on this form indicating acceptance, will make this a contract.

(Show Full Description of Work to be Performed)

TOTAL QUOTED PRICE $

Payment of the above amount, subject to any subsequent adjustments or changes authorized and agreed to hereafter, will
be on the following terms:

1. Payment in full when contract is signed and accepted . $

2. Payment in full within 30 dayi after completion of job $
( This applies only to regular "Charge Account" customers )

3. Partial payments as follows:

1st. When this Contract is signed and accepted . . $

2nd. $

3rd. $

4th. $

Final payment must be made prior to completion of work. Failure to meet payments when due, as above, will result in
stoppage of work.

IN WITNESS WHEREOF the parties to these presents have hereunto set their hands and seals to this and one or more

other instruments of like tenor and date, this day of 19

Approval of the Secretary is required on contracts
in excess of $5,000. , Secretary

Approval of the Director, Division of Vocational Edu- CONNECTICUT STATE BOARD OF EDUCAIWN

cation is required on contracts in excess of $1,000.
, Director

Or VOCATIONAL EDUCATIONIn presence of: ( Witness for each signature) manor:

, School Director
, Witness

, Witness , Owner
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D. Approval of Contracts in Excess of $1,000.00

1. When the contract form has been prepared on jobs over
$1,000.00, before affixing his signature to the form,
the school director will submit all four copies to the
State Director of Vocational Education for his approval,
together with one copy of the plans and specifications
covering the work to be performed, the job estimate, and
credit bureau rating. If the plans and specifications
are necessary to a full understanding of the work covered
by the contract, the school should provide a proper place
on the plans and specifications for the signature of the
parties to the contract. If the contract is in excess of
$5,000.00 it will require the further approval of the
Secretary of the State Board of Education.

2. If, upon examination of the proposed contract, the State
Director of Vocational Education finds it satisfactory,
he will place his signature on all copies of the contract,
specifications and drawings, obtain the signature of the
Secretary of the State Board of Education if such is
necessary, and return the signed documents together with
the other supporting materials to the school director. If
the Director of Vocational Education does not approve a
proposed contract, the reason for such disapproval will be
stated and sent with the contract form and related materials
to the school director for corrective treatment or cancella-
tion as the case may require.

3. Upon receipt of advice from the State Director of Voca-
tional Education, the director of the school shall advise
the customer:

a. that the contract is approved and ready for his
signature; or

b. that the proposed contract will require change; or

c. that the contract is cancelled.

E. Completion and Distribution of Quotation and Contract
Forms (VT 72)

After all copies of the contract, speo-.ications and
related plans have been duly signed, the copies will be dis-
tributed as follows: the salmon copy or the "Quotation and
Contract" with a copy of all supporting material will be given
to the customer; the canary copy of the contract form with the
signed copy of the supporting material will be filed in the
school office; the green copy of the contract form with one
copy of the supporting material and the goldenrod copy of
the approved job estimate form will be given to the instruc-
tor; and the white copy of the "Quotation and Contract" form
vataat sunnortine materials will be forwarded immediately to
the Office of Departmental Administration.
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F. Partial Payments for Work in Process as Provided by Contracts

The school director is responsible to see that payments
on contract jobs are made as specified by the terms of the
contract.

VI. PRODUCTION ORDERS (Form VT 73)

A. Purpose

The "Production Order" (Form VT 73) is a work order
issued by the instructor, and when approved by the directorauthorizes the instructor to perform production, work for acustomer.

B. Preparation of Forms

For purposes of legibility, in making out production
orders, all data should be printed rather than written inlong hand. Carbons used between copies must be pencil car-ton, changed frequently in order to secure clear copies.

The "Description of Work" must be explicit and complete,including the number of items, size, etc., and indicatingwhether or not the customer is to furnish the materials. Theprice quoted to the customer for the work described must bearrived at in the following manner:

1. If the job is in excess of $100.00, the price must bein accordance with a "Quotation and Contract" (Form VT 72)properly prepared and signed, based on a "Job Estimate"
(Form VT 71) approved by the director.

2. If the job is $50.00 or more, but not in excess of
$100.00, the price must be supported by a "Job Estimate"
(Form VT 71) approved by the director.

3. If the job is under e50.00, the means of arriving at theprice quoted, i.e., estimated number of hours of labor,rate per hour, estimated charge for materials, etc.,must be clearly stated in the spaces provided on theproduction order.

In the case of the Automobile Shop, the Radio Shop, andsimilar operations, where the charge for materials or partscannot be determined in advance, the price quoted should befor labor only and should be so stated, If the school is tofurnish the parts or materials, the price quoted should read:
no

labor, plus parts (or plus materials) and tax"

In cases where the job would normally be taxable, but istax-exempt, the tax exemption certificate number must be in-dicated.
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OOL NO.

1P NO.

ISSUED

COMPLETE

COMPLETED

CONNECTICUT STATE DEPARTMENT OF EDUCATION
Division of Vocational Education

PRODUCTION ORDER
Customer's Name

Address -

Form VT 73

PO N? 13726

DESCRIPTION OF WORK (Typo or Print)

F

a is 1 ted Labor: Hours @ $ Per Hour (Discounted Rate) $

a . . ted Materials Charge' Plus Mark-up @ 20% $
Auto Mechanic and Radio and Television Shops, this information
I be filled in after actual costs have been determined. QUOTED PRICE $

;. e above work is authorized in accordance with the terms as checked:

vane Payment C. 0. D. 30 days Contract

omer's Signature

tomer's Order No. Tel. No.

CHANGES TO JOB SPECIFICA.TIONSt
(Form VT 76)

Change No. 1 . . . $
Change No. 2 . . . $ 4

Change No. 3 . . . $

ADJUSTED PRICE $
ADD SALES TAX $
TOTAL Plum $

SCHOOL COSTS . EXCLUSIVE OF SCHOOL LABOR

r Date Reference Ne. Amount Date Referenen Ne. Amount Date 1teterenee Na

,------1.,

.
I

[

[ ,

TOTAL SCHOOL COSTS $

GEED ...
Instructor

PROVED
Director

(SEE OVER)

RECORD 01, PAYMENT
DUI gave. NO.

Deposit No.

THIS SPACE FOR PAID STAMP

, , t
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The terms of payment agreed upon should be checked in theapplicable space. The "Quotation and Contract" (Form VT 72)or a customer's purchase order signed by the proper authorityin a recognized
business establishment may serve in lieu ofthe customer's signature called for on the production order.Unless one of these forms is on file, the customer's signa-ture must be secured. Where the "Quotation and Contract"(Form 17 72) ie being used in lieu of the customer's signa-ture, the words "see VT 72 on file" should be inserted inthe space provided for the customer's signature.

C. Quarterly Production Orders for Repairs to State Cars forOther State Department of Education Units

Quarterly production orders maybe issued at the begin-ning of each quarter for maintenance repairs to state carsfor other units of the State Department of Education to covermiscellaneous repairs during the quarter not to exceed $25.00far any one job. These production orders may be authorizedby the signature of the customer.

Any job in excess of $25.00 must be covered by an indi-vidual production order authorized by a state purchase order.

D. Approval

No production work maybe started by an instructor untilthe production order has been approved by the school director,unless the job is $5.00 or less in which case "Sales of Mater-ials" (Form VT 7510 maybe used. As soon as the instructorhas issued a production order, he will immediately send thefirst three copies to the school office for approval, togetherwith the goldenrod copy of the job estimate form, if such hasbeen issued. The clerk will list the customer's name in themaster list and present all copies of the production order tothe director for approval.

E. Distribution of Copies

The form is prepared in quadruplicate. The first threecopies will be sent to the director for approval as statedabove; the green copy is permanently bound and must remainin the pad, and all pads must be retained until audit. Afterapproval, the white copy will be filed until the completion ofthe job in the office Open Order File, and the salmon andcanary copies of the production order, together with the gold-enrod copy of the job estimate form, will be returned to theinstructor so that he may proceed with the job. The canarycopy will be kept by the instructor in his Work in ProcessFile until the completion of the job. If full payment hasbeen made in advance, the salmon copy will be receipted andgiven to the customer at the time of signature; otherwise, itwill be retained and later receipted and given to the customerat the time of final payment.
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F. Work in Process (Open Order) File

The canary copy of each production order will be re-
tained by the instructor in a Work in Process File until
the completion of the job. This file provides the instruc-
tor with the customer's name, address and telephone number
while the job is in process, and keeps him aware of the
chronological sequence of the jobs in progress. To insure
good customer relations, insofar as possible, orders should
be started and carried through in the order in which they
are received.

VII. PLANT ORDERS (Form VT 78)

A. Purpose and Form

The "Plant Order" (Form VT 78) has two general pur-
poses; first a commitment of state funds for an expenditure,
and secondly, a record of work performed by a school for
itself on a production basis.

The plant order is similar in form to the production
order except that it is designed to cover and authorize
internal work charged to a school's allotment rather than
to an outside customer and is issued by the school office
and not by the instructor. The plant order must give a
complete description of the work to be done, except in the
case of the quarterly orders for maintenance repairs. That
portion of the form used to list the material and other costs
is similar to the production order form except that the mater-
ials are listed at cost to the school with no mark-up.

B. Use of Plant Orders

The plant order form is used for the following types
of work:

1. Extensive Repairs to State-owned Building or Equipment
or the Production; of an Article of Equipment

In these instances an individual plant order must be
issued for each specific job, and should clearly describe
the work to be done. Plant orders should not be 4.ssued
for major items of equipment unless such items ma in-
cluded on the approved equipment allotment list.

2. Maintenance Repairs to State-owned Buildings and Equipment

A plant order should be issued at the beginning of each
quarter for each shop by which repairs will be made in anamount sufficient to cover the estimated requirements forthe quarter. If additional funds are needed throughout
the quarter, the plant order should be increased by useof a purchase order change notification.



V.T. Form 78
OOL NO.

8K DONE BY SHOP NO.

E OF ORDER

E COMPLETED

CONNECTICUT STATE DEPARTMENT OF EDUCATION
Division of Vocational Education

Name of School

PLANT ORDER PL No 1880

FOR SHOP NO.

DESCRIPTION OF WORK TO BE DONE ISSUE SEPARATE PLANT ORDER FOR EACH MAJOR JOB

FOR S.D.E. ONLY APPROPRIATION AND EXPENDITURE CODING

YEAR UNIT
NO.

SECT. LETTER FUND AGENCY SPEC.
IDEN. FUNCT. ACTIV. CHAR. & OBJ. AMOUNTMAJOR MINOR

--4

MATER! AND OTHER COSTS NOT INCLUDING SCHOOL LABOR
MATERIAL WITHDRAWN FROM STOCK DIRECT CHARGES FROM PURCHASE ORDERS. SALES SLIPS & P.C. VOUCHERS

DATE REF. )!O. AMOUNT DATE REF. NO. AMOUNT DATE REF. NO. AMOUNT -

TOTAL COSTS

SIGNED INSTRUCTOR APPROVED SCHOOL DIRECTOR DATE APPROVED STATE DIRECTOR DATE
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3. Materials for Automobile Laboratories

Quarterly plant orders may be issued to cover materials
used for instructional purposes in the laboratory areas
in the automobile shops. This enables the school to
purchase the materials on the monthly blanket orders.
The plant orders should read "To cover materials used
for instructional purposes in the automobile laboratory
for the quarter ending on ", and should be
charged as instructional commodities for the automobile
shop.

4. Printing Jobs Done by a School for Its Own Use

All printing done by a school for its own use must be
covered by plant orders. The plant orders, however,
must not be issued or the work started until approval
for the printing has been obtained in accordance with
the established procedure.

C. Estimates

All plant orders must be based on job estimates prepared
in the usual manner except that no labor charge or material
mark-up will be included. Full study of the work to be done
is essential and such study frequently requires that plans,
specifications or other forms of working drawings be pre-
pared. Plant orders need to be as carefully planned and
estimated as a production order since the cost of the plant
order must be paid out of the school's own funds.

D. Allotment Charged by Plant Order Form

The plant order form (VT Form 78) provides a space in the
middle of the form which is headed "Appropriation and Expendi-ture Coding". In this space should be placed the appropriate
accounting classification as follows:

1. Plant orders for repairs to buildings or equipment,

Fill
Unit Sec. Jotter Fund Aggrez bal. Funs. t. MI1. Min.

In 50 0 7001 0 6 10 3 20

2. Plant orders for repairs to school trucks or buses,

Unit Sec. Letter Fund Ageau ;sal. Eggl. Act. mg. Ni, n.Fill
In 70 6.8 7001 0 6 14 3 20
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3. Plant orders for automobile laboratory materials,

Unit Sec. Letter Fund Agmuc Etat. Pune. Act. mal. Min.
Fill
In 13 0 7001 0 6 11 3 15

4. Plant orders for _minting Jobs for school use

it See. Letter Fund Agency..S:21k. Func. Act. Mal. Min.
Fill Fill
In In 0 7001 0 6 11 3 15

Fill
In 30 A 0 7001 0 6 9 3 14

or

As the plant order constitutes an actual commitment of
funds against the particular account indicated, purchase order
change notifications should be issued to cancel any plant orders
not used in order that the funds will be available for other
commitments.

E. Approval

All plant orders are subject to the approval of the school
director. If in excess of $100.00, the plant order must also be
approved by the State Director of Vocational Education, except
in the case of quarterly plant orders for maintenance repairs.

All plant orders, regardless of size, must be routed through
the Office of Departmental Administration where they will be
checked to see that funds are available in the proper allotment
before the work is started. The Office of Departmental Adminis-
tration will be responsible to see that the approval of the
State Director of Vocational Education is obtained where re-
quired.

F. Distribution of Copies

The form is prepared in quintuplicate. The green copy is
permanently bound and must remain in the pad and all pads must
be retained until audit. The first four copies will be sent to
the Office of Departmental Administration for approval and com-
mitment as above outlined. If and when approved, the white and
canary copies will be returned to the school office. The white
copy will be filed until the completion of the job in the office
Open Order File, and the canary copy will be forwarded promptly
to the shop in which the work is to be done, where it will be
retained it the instructor's Work in Process File until comple-
tion of tL. job.
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VIII. PURCHASES OF MATERIALS FOR PRODUCTION WORK AND RESALE

A. Stock Materials

1. Purpose and Character

One purpose of carrying a stock of materials for
production use is to facilitate processing of real
jobs, plant orders and other instructional projects
without undue delay.

Another reason for the stock materials is to have
readily available for sale to students, a reason-
able supply of tools, texts or other special items
required in their training. This is especially
desirable in cases of highly specialized mechanics'
tools, trade handbooks, texts and other special
supplies which are not generally stocked in local
stores or supply houses. The quantities of materials
to be stocked, however, must be governed by actual
needs of the school in terms of reasonable turn-over.
Unusually large quantities of stock should be avoided
and slow-moving items sparingly stocked.

2. Purchases of Stock Materials

In making purchases of materials the instructor shall
prepare a material purchase requisition and send it
to the school office for the purpose of obtaining
quotations.

Material purchase requisitions must in all cases give
a clear description of the materials to be purchased,
and the names and addresses of at least three vendors,
and all other information as called for on the form
should be fully stated and supplied.

When quotations have been received from vendors, the
school office will review the quotations, check with
the instructor if there is any question on specifica-
tions, and issue the purchase order.

B. Direct Purchases for Jobs

Materials needed for a production or plant order which
are of such nature that they would not normally be carried
in stock, may be obtained by one of the following methods:

1. Blanket Orders

Under the blanket order procedure approved by the State
Supervisor of Purchases, the instructor may obtain daily
deliveries from approved vendors within the amount of
money authorized for any quarter.
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2. Individual Orders for Specific Jobs

Materials needed for a specific job may be purchased
in the usual manner by use of a material purchase re-
quisition and charged directly to the production or
plant order.

3. Petty Cash Funds

In an emergency petty cash funds maybe used to pur-
chase small items not ordinarily carried in stock and
needed for specific production jobs. In such cases,
the instructor should prepare a material purchase re-
quisition in the usual way except that only one vendor
need by specified, and the words "Petty Cash Purchase"
should be inserted on the face of the form.

C. Allotment Charged When Purchasing Materials for Production
Work or Resale

All purchases of materials for production or plant orders,
or stock, either by purchase order or from petty, cash funds,
must be charged as follows:

Unit Sec. Letter Fund Agency. &dd. Func. Act. mg. ma.
Fill
In * 6.8 7001 0 6 14 3 15

*Shop doing work or selling materials

When buying for a specific job, the number of the produc-
tion or plant order should be placed in the body of the pur-
chase order.

IX. CHARMS TO PRODUCTION AND PLANT ORDERS

The following methods are used to charge materials to produc-
tion and plant orders:

A. Materials Purchased Directly for Jobs

These charges will be posted directly from the purchase
orders or petty cash vouchers to the production and plant
orders in the section marked "Direct Charges from Purchase
Orders, Sales Slips and Petty, Cash Vouchers". The purchase
order number or petty cash voucher number must be shown for
each charge. It may be desirable to indicate the vendors'
sales slip numbers on blanket order purchases; if so, this
information may be listed in addition to the purchase order
number. The amounts shown on the purchase orders or vendors'
sales slips, less cash discount if allowed, should be listedin the "Amount" column on the production and plant orders.
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If the quantities received differ from those shown on the
order, the value of the quantities received, less cash
discount if allowed, should be computed and the corrected
figures Ised.

B. Sales of Stock Between Shops for Particular Jobs

When materials needed for a particular job are obtained
from the stock in another shop, the charge to the production
or plant order may be made directly from the sales slip
issued by the shop selling the material. The sales slip willbe listed on the production or plant order in the sectionmarked "Direct Charges from Purchase Orders, Sale Slips and
Petty Cash Vouchers".

C. Material Withdrawn from Stock

In order to withdraw material from stock, Form 1T 82,
"Stock Requisition" will be issued. Care must be taken tosee that the quantity and description of the materials to bewithdrawn are accurately stated. The forms must be signedby the instructor, and posted daily to the inventory cardsat which time the unit costs will be entered on the VT 82forms.

When miscellaneous processing materials, such as glue,
tape, solder, sandpaper, etc., are used in such small quantities that it would be impossible to determine the cost ofeach item, a charge should be shown on the stock requisitionto read:

"Glue, tape, etc.," or "Solder, sandpaper, etc.,"at a nominal figure based on experience for the
particular chop and types of materials involved.

The stock requisitions will be accumulated and kept witheach production or plant order until the completion of the job,at which time the instructor will lit the stock requisitionson the production or plant order under the heading "MaterialWithdrawn from Stock".

The canary copy of each VT 82 form will be forwarded withthe production or plant order to the school office, at whichtime the director will approve the forms. The green copy ofeach form will remain in the pad, and all pads must be retaineduntil audit.

D. Returning Unused Materials to Stock

During the course of, and upon completion of, a productionjob all unused material must be returned to stook and recorded



Form V.T. $2

CONNECTICUT STATE DEPARTMENT OF EDUCATION
Division of Vocational Education

STOCK REQUISTION Date

No. R

Production or Plant Order No. Shop No.

Project

DESCRIPTION QUANTITY UNIT COST TOTAL

MATERIAL WITHDRAWN

TOTAL CHARGES I

MATERIAL RETURNED
LIST BELOW MATERIAL RETURNED TO STOCK:

TOTAL RETURNS

Signed

Instructor

Approved

Dar auto!
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at the foot of Form VT 82 "Stock Requisiton" in the space
headed "Material Returned". Material returned in this
manner must be posted to the inventory cards and added to
the balances on the cards. Such stock requisitions must
be listed on the production and plant orders under the
heading "Material Withdrawn from Stock", but identified
as "Returns". In this case, the cost will be entered in
red in the *Amount" column and deducted from the total,
charges in arriving at the "Total Job Costs".

Z. Donated Materials

When a customer furnishes materials for a job, some
of which are unused, the same should be promptly returned
to the owner. If, however, a customer wishes to donate
such surplus materials to the school, they must not be put
with the 6.8 stock, but should be stored with the instruc-
tional materials and used for instructional or maintenance
purposes.

F. Spoilage of Material on Production Work or Damages to a
Customer's Property

In the process of production work, it sometime happens
that materials are spoiled or damages occur to a customer's
property. Materials used for replacement in such cases,
whether drawn from stock or especially purchased, will be
charged to the 6.8 Fund and considered as costs of the par-
ticular jobs.

Such materials must be listed and identified separately
when entering the costs on the production orders, and the
production orders must bear a statement of explanation and
justification signed by the school director.

Z. AUTHORIZATION FOR GRAMM TO JOB SPECIFICATIONS
(Form IT 76)

After a price has been quoted to a customer for work to be
performed according to agreed specification, no changes may be
made by the school director or instructor without the written
authority and consent of the customer. Form /T 76 "Authorisation
for Change to Job Specifications" must be used even though the change
without proven authorization may invalidate the contract.

A. Preparation

Form 7T 76 shall be prepared in quadruplicate inserting
the information called for on the form. These change forms
shall be numbered consecutively ;or each lob. A isomplete
description of the changes to be made should be shown, and
apy increase or decrease in the cost resulting from a parti-
cular change is to be adjusted in the succeeding payments as
provided in the terms of payment of the original contract.
All copies of the form should be signed by the customer and
instructor and approved by the director.



SHOP NO. .. . ..

DATE

CONNECTICUT STATE DEPARTMENT OF EDUCATION

Division of Vocational Education

Authorization for Change to Job Specifications

Form VT 71

SCHOOL NO.

PRODUCTION
ORDER NO.

Customer's Name Change No.

Address

Brief Statement of Original Job:

The following changes are authorized in accordance with sketches submitted or changes shown on the original plans, and
it is hereby agreed that the original contract is amended herewith:

PRICE BEFORE THIS CHANGE
LABOR MATERIALS TOTAL SIGNED CUSTOMER DATE

ADDITIONAL CHARGE _
SIGNED -- INSTRUCTOR DATE

CREDIT ALLOWANCE
APPROVED SCHOOL DIRECTOR DATE

ADJUSTED PRICE
I

APPROVED STATE DIRECTOR DATE

Credit allowances in excess of $50.00, or changes which raise total job costs over $1,000.00, require State Director's approval.
Any increase or decrease in the cost resulting from changes is to be adjusted in the succeeding payments as provided in
the terms of payment of the original contract.
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B. Approval of State Director

The approval of the State Director of Vocational
Education is required if an additional charge is to be
made which increases the total amount of the order to
more than $1,000.00, or if the adjustment consists of
a credit to be allowed to the customer in excess of $50.00.

In either of the above cases, all copies of Form
VT 76, together with any necessary supporting data, will
be promptly forwarded to the State Director of Vocational
Education for approval, after which all copies of the
material will be returned promptly to the school. If the
change is not approved, the State Director shall advise
the school director, giving his reasons and/Or advice.

C. Distribution of Copies

When the forms have been completed, as stated above,
the "Authorization for Change to Job Specifications" be-
comes a part of the original contract and copies of the
form shall be distributed as follows: the salmon copy
will be given to the customer; the white copy will be
forwarded immediately to the Office of Departmental Ad-
ministration to be attached to the original contract form;
the canary copy will be attached to the original contract
form filed in the school office; and the green copy will
be forwarded to the instructor.

XI. ADVANCE PAYMENTS

Handling of Advance Payments

When advance payments are received either in full orin part as provided for under "TERMS OF PAYMENT", the pro-
duction order will be presented to the school office to-
gether with the cash in the amount being paid by the custo-
mer. The school clerk will verify the amount and if it is
a full payment, she will stamp all copies of the production
order "PAID" and date and sign each copy. The salmon copyof the production order will be given to the customer as areceipt;. If the payment is a partial one, the clerk will
enter the date and amount of the payment on all copies of
the production order and sign the forms to indicate partialreceipt. In this uwie, a standard pre-numbered receipt formwill be issued to the customer. The same procedure will be
followed on all subsequent payments on a production order,
until final payment is made, at which time the salmon copyof the production order will be marked "Paid in Full", signedand presented to the customer.

At the time of deposit, these payments are listed on thedeposit slip under the. heading "Advance Payments", and the
m___a_.Is........j..2_..sa..21i.j.__Ecustonaraeandaddresandroductierumbe must
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be shown. On a production order where partial payments
have been made in advance, the final payment must also
be listed on the deposit slip under the heading "Advance
Payment" in order to complete the transactions for that
order.

B. Advance Payment Refunds Due to Cancellation of
Production Orders

In the rare instance where a job on which advance
payment has been made, or a portion thereof, is cancelled
by a customer and a refund must be made, the following
procedure will apply:

1. Instructor's Action

The instructor shall prepare an "Authorization for
Change to Job Specifications" (Form VT 76) stating
the reasons for such cancellation. On this form he
will indicate any portions of the work already comm
pleted and show the total amount to be charged and
the amount to be refunded to the customer. This
form (VT 76) when completed must be approved by the
school director and signed by the customer in the
usual manner, and the customer will be given the
salmon copy of the form. The instructor shall
then dispose of the remaining copies of Form VT 76
and his production order copies in the following
manner:

a. If no work has been done or materials used
and no charge is to be made, he will mark
his own (green) copy and the canary (office)
copy of the production order "Cancelled".

b. If work has been started on the job, the
instructor shall complete the production
order for both materials and/or labor to
the extent or percentage of work done as
shown on the "Authorization for Change to
Job Specifications".

c. The instructor shall then attach the green
copy of Form VT 76 to his own (green) copy
of the production order, and turn in to the
school office the canary copy of the pro-
duction order with the canary copy of Form
VT 76 attached, together with the white
copy of Form VT 76.
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2. Clerk's Action

Upon receipt of a cancelled production order on which
an advance payment has been made, the clerk will check
to see that the transaction has been properly handled
as outlined above, present the forms to the director
for approval, and then proceed as follows:

a. The canary copy of the production order with
the canary copy of Form VT 76 attached will
be filed in the school office files.

b. The white copy of Form VT 76 will be attached
to the white copy of the production order.
The production order will be marked "cancelled"
if no work was done, or will be completed in
the usual manner for the amount of work per-
formed as shown on Form VT 76. The production
order, with Form VT 76 attached, will be for-
warded to the Office of Departmental Administra-
tion, together with a Requisition for Reserva-
tion of Funds charged to the school's 6.8
allotment, Surplus Account.

c. When the reservation of funds form has been
returned to the school, the clerk will prepare
an invoice payable to the customer on the state
standard invoice forms. This invoice must show
the customer's name and address, the reason for
the refund, the dates and numbers of any deposits
made on this order, and the amount due the cus-
tomer. The invoice will be approved by the school
director and forwarded to the Office of Departmental
Administration for payment.

XII. CUSTOWARIS DELIVERY RECEIPT AND OWNER'S ACCEPTANCE

Whenever possible, the signature of the customer should be
obtained and placed on the canary copy of the production order
in the space provided on the form, as evidence that he has re-
deived the goods in proper order.

In the case of building operations, the signature of the
owner or his agent must always be secured before the work is de-
livered into the possession of the customer.

XIII. TREATMENT OF THE PRODUCTI(N ORDER WHEN JOB IS COMPLETED

A. Instructor's Action

When a production job is completed the instructor will
make sure that job costs, less any cash discounts applicabP),
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are entered on the canary copy of the production order.He will enter any adjustments due to change to job speci-
fications and compute the total price to the customer as
provided for on the forms, including sales tax, if appli-
cable. If no sales tax is charged, the reason for this
must be stated, or a tax exemption certificate numbermust be entered on the production order, unless it is
easily recognized from the nature of the job that it is
not subject to tax, such as work done for a town board
of education etc.

The instructor will turn in to the school office the
canary copy of the production order with the payment re-
ceived and the canary copies of all stock requisitions
applying on the job.

If the production job was handled on a C.O.D. basis,
the instructor should receipt and hand to the customer thesalmon copy of the production order.

B. Clerk's Action

When the canary copy of the production order is sub-mitted to the school office clerk, she will check it foraccuracy and completeness. She will make sure that the
job costs reflect any cash discounts applicable, that anyadjustments due to changes to job specifications (FormVT 76) have been entered and the resulting increase or de-crease to the quoted price shown, and that the sales tax,if applicable, has been added. She will transfer the coststo the white copy of the production order and complete thespace headed "Record of Payment", after which the productionorder with attachments will be presented to the school dir-ector for approval. The clerk will then proceed as follows:

1. When +he Production Order is to be Billed

The white copy of the production order, with a checkmark after the work "Bill" in the space headed "Recordof Payment", will be forwarded to the Office of Depart-mental Administration, and the canary copy, together
with attachments, will be filed in a pending file desig-nated as "Production Orders in Process of Billing".

When the blue copy of the invoice is received from theOffice of Departmental Administration, showing that thecharge has been billed to the customer, it should beattached to the canary copy of the production order andfiled in the Completed Production Order File maintainedin the school office for the particular department con-cerned. When payment is received, it should be recordedon the deposit slip under the heading "Accounts Receivable"and show the customer's name and production order number.



38

2. When Payment has been Included on a Previous Deposit

The white copy of the production order, clearly markedto show that payment has been made, and showing the de-posit slip number(s), should be forwarded to the Officeof Departmental
Administration, and the canary copy withattachments should be placed immediately in the CompletedProductio Order File.

3. When Full Payment is Recorded on a Deposit Slip BeingSubmitted with the Production Order

The payment should be recorded on the deposit slip underthe heading "Cash Sales", and the white copy of the pro-duction order, showing the deposit slip number, shouldbe forwarded with the deposit slip to the Office of De-partmental Administration. The canary copy of the pro-duction order with attachments should be placed imme-diately in the Completed Production Order File.
IIV. TREATMENT OF THE PLANT ORDER WHEN JOB IS COMPLETED

A. Instructor's Action

When a plant order is completed the instructor willmake sure that the job costs, less any cash discounts appli-cable, are entered on the canary copy of the plant order andcompute the total costs for the job. The canary copy of theplant order, together with the canary copies of all stock re-quisitions appaying on the job, will be turned in to theschool office.

B. Clerk's Action

When the canary copy of the plant order is submitted tothe school office the clerk will check it for accuracy andcompleteness. She will make sure that the job costs reflectany cash discounts
applicable and transfer the costs to thewhite copy of the plant order, after which the order and at-tachments will be presented to the director for approval.After approval, the white copy of the plant order will besubmitted to the Office of Departmental

Administration forbilling, and the canary cozsywi% attachments will be filedin the Completed Plant Order File.

XV. STOCK PRODUCTION ORDERS (VT 73)

When issuing production orders for articles to be made forstock, the same procedure will be followed in the preparation ofestimates as for any other
production job except that no fixed
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labor charge or material mark-up will be shown. Judgment, however,needs to be exercised in issuing stock orders to see that readilysalable articles are produced; otherwise the 6.8 inventory may be-come stocked with unsalable goods. The instructor, when issuingsuch an order, will enter the words, "For Stock" in the space pro-vided in the heading for the customer's name. When the productionorder has been properly approved, the same procedures will applyas for any other production order in process. Upon completion ofthe order, the instructor will total material costs and submit theorder to the school office where it will be checked and summarizedin the usual manner. At this point, the cost of materials onlywill be indicated; the selling price will be determined when issuingthe sales slips to withdraw the finished items from stock.

When the production order has been thus completed, the whitecopy will be forwarded to the Office of Departmental Administrationand the finished goods will then be put in stock and set up on theshop's inventory cards (Form VT 83) at the cost shown on the stockproduction order.

The clerk will present the canary copies of all completedstock orders to the school director for his attention and he willconfer with the instructor or instructors concerned to determinethe sales price. At the time of sale, a sales slip (Form VT 75A)will be prepared in the usual manner. The "Cost of Material" usedon the sales slip must be taken from the inventory card, even ifit has been decided to sell the materials below cost.

XVI. MONTHLY PRODUCTION ORDERS (VT 73)

A. Purpose and Use

The use of this procedure will be confined to the followingShops: Barbering, Beauty Culture, Baking, Food Trades, SchoolLunch Program, and similar operations for which it is not possi-ble to determine individual job costs.

B. Procedure to be Followed During the Month

1. At the beginning of each month, a production order will beissued for each shop to cover the production activities forthe month.

2. Purchase orders for materials needed will be issued in theusual way and charged to the particular shop involved.

3. The instructor will issue daily sales slips (Form VT 75A)for the cash sales made for that day. On these sales slipsit is not necessary to indicate the cost of material. Thesales for the day may be grouped under each type of job, andthe total quantity and the total selling price forAgah typemay be shown.
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4. The sales slips for cash sales will be turned in daily
to the school office with the cash for deposit.

5. The school clerk will record the receipts in the usual
manner and enter them on the deposit slip under the
heading "Deferred Income", grouped by shops, and indica-
ting the production order numbem sales slip numbers
and amounts,. The white copies of these sales slips will
be submitted with the deposit slip.

6. Where credit must be extended, a separate sales slip will
be prepared for each sale. The customer's full name and
address and a full description of the services furnished
must be given, and the signature of the customer or his
representative should appear in the body of the form.The white copy of the sales slip will be submitted tothe Office of Departmental Administration for billing.

7. When materials stocked or produced in one of the aboveshops is sold to another shop in the school, a sales slipwill be issued, clearly indicating the shop from which and
to which the materials are being transferred.

8. Materials withdrawn from stock in these shops for instruc-tional purposes will be written up on Form VT 75 "Material
Charged to School Allotment". This will include materials
charged to instruction for spoilage, stales, etc.

C. End of Month Action

1. At the end of the month a physical inventory of 6.8 mater-ials on hand in the shop will be taken.

2. Immediately after the close of each month, the production
order will be completed in the following manner:

In the lower portion of the form, under the heading "Job
Costs", the COST OF SALES and SALES figures will be com-puted as follows:

COST OF SALES

Inventory at beginning of month.

Add: Purchases (Materials and Continuing
Servicos)*

Salaries (School Lunch Program only)
Total

*Include only those received during this month



Deduct: "Material Charged to School
Allotment" (Form VT 75)
Sales to Other Shops
Inventory at end of month

COST OF SALES

SALES

Cash Sales

Sales on Account

(For School Lunch Program Only)
Reimbursements from Federal Funds
School Lunch
Less.. j Reduction
Milk Sales

TOTAL SALES

11111111MMIWO

3. The production order will be sent to the Office of Depart-
mental Administration immediately after the close of each
month, together with the following attachments to support
the figures used:

a. A list of the materials and continuing services
received during the month, showing the purchase
order number or requisition for reservation of
funds nuMbers the vendor's name, and the amount.
NOTE - Materials received during July or August
Should be included in the September production
order.

b. A list of the Form VT 75 slips issued during the
month.

c. A list of the sales slips representing sales to
other shops during the month.

d. A statement showing the amount of the end-of-the-
month inventory (For Gcht,o1 Lunch Program, this
must be separated by "Ford" and "Other"),

e. A list of the sales during the month, separated
by "Cash Sales" and "Sales on Account".



FOR SCHOOL LUNCH PROGRAM ONLY (in addition to the above)

f. A list of the salary charges for the month, itemized
to show the employees name, the payroll period, and
the amount. (Include all student lunch personnel ex
cept the salary of the student lunch manager and pay
ments for unemployment compensation).

g. A schedule distributing the monthly expenditures
as required for the monthly federal reports.

h. A set of special invoice forms (CO 3114 requesting
reimbursement from federal funds for school lunch
and milk operations.

i. Two copies of Form SLNIL "Monthly Report for
Federal Aid School Lunch Program".

XVII. SAWS OF MATERIAIS (Form VT 75A)

A. Use of Form

This form, usually referred to as a "Sales Slip", is
used in the following cases.

1. Sales of materials to students and, in special cases
to customers.

2. Sales of 6.8 materials to other shops within a school.

3. Sales of finished goods from stock.

4. Daily sales of commodities and services in the Food
Trades, Baking, Beauty Culture, and Barbering shops,
and the School Lunch Program.

5. Sales of scrap 6.8 inventory materials.

6. Minor production Jobe not exceeding $5.00.

The sales slip (Form VT 75A) skoklette for
sales of regular school junk, sales of property, or any
other General. Fund receipts, as these are not transactions
of the 6.8 fund, and the sales slip form applies only to
that fund and its activities.

B. Direct Sales of Materials

Direct sales of materials should be confined to actual
school and student needs. Retail selling to the general
public should be avoided except in special cases, as stated
in the General Policies Section. Direct Sales of materials
should be reported on "Sales of Materials" (Form VT 75k) as
follows:



Form V.T. 75A

CONNECTICUT STATE DEPARTMENT OF EDUCATION
Division of Vocational Education

SALES OF MATERIALS

Terms as checked: C.O.D.

No. SS

30 Days Contract

SJId To Address

School No. Issued By Shop No. Date

DESCRIPTION

1
SCHOOL COSTS AIIOTUN T

Unit Total I
OF SALE

DEPOSIT SLIP NO.

INVOICE NO.

TOTALS

ADD SALES TAX

TOTAL SALES

SIGNED Instructor APPROVED Director
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1. Form VT 75A is made out in quadruplicate.

2. The clerk or instructor making the sales will enter
the name and address of customer, the school and shop
making the sale, and the date, in the spaces provided
at the top of the form. In the case of a variety of

vales to a umn bar of students the word "students"
may be inserted in place of the name and address of the
customer.

3. A description of the materials sold, the quantity, unit
cost, total cost, and amount of sale (school cost plus
mark-up) will be entered in the proper columns.

4. The "Total Cost" and "Amount of Sale" columns will be
totaled and the sums recorded on the line identified
as *Totals".

5. The sales tax, if applicable, will be entered on the
line provided and the "Total Sales" shown. If the
sales slip is used for a group of sales to individual
students, the sales tax may be listed after each entry
where tax applies, in which case the total of all tax
items will be shown in the space provided at the foot
of the form.. If no sales tax is charged, the reason
for this must be stated on the form, or a tax exemption
certificate nmmber must be indicated, unless it is
easily recognized from the nature of the sale that
it is not subject to tax, each as sales for the
Beauty Culture and Barbering Shops, etc.

6. All sales of materials should be on a cash basis, ex»
cept as noted in paragraphs B. 7 and 8 below. When
the forms are completed the total amount of sale will
be collected from the customer, and all copies of the
sales slip will be marked "Paid" and carry the date and
signature of the person accepting payment. The salmon
copy of the sales slip will be given to the customer as
a receipt, except in instances inhere more than one cus-
tomer is recorded on the sales slip, in which case the
salmon copies will be destroyed. The white and canary
copies of aach sales slip with the cash will be turned
in daily to the school office. The green copies of all
sales slips will remain in the pad, and all pads must
be retained until audit. When depositing the funds,
the school clerk will list these receipts on the de-
posit slip under the heading "Cash Sales" and the white
copy of each sales slip vill be attached to the deposit
slip. The canary copies of all sales slips will be
filed in the school office.



7. If materials are sold to another unit of the State
Department of Education, the unit ordering the mater-
ials will follow the same purchasing procedures used
for purchasing from an outside vendor. The unit making
the sale will then issue a sales slip in the same manner
as to an outside customer except that such sales will be
at cost price as provided in the General Policies Section.
Since these sales are not for cash, the word "Invoice"
will be plainly marked on the face of the forms along
with the purchase order number. The instructor will
then transmit the white and canary copies to the school
office; the office clerk will forward the white copy to
the Office of Departmental Administration for billing,
and file the canary copy in the school office files.

8. Occasional sales may be made on a charge basis to con-
cerns who have established credit with the school. These
sales will be handled in the same manner as for other
units of the State Department of Education, except that
they will be subject to a material mark-up as stated in
the General Policies Section. The person receiving the
goods should be required to sign the sales slip in the
body of the form. When payment is received, the amounts
should be listed on the deposit slip under the heading
"Accounts Receivable" and show the cuntomerts name and
the sales slip number.

C. Sales to n+hr4l. Shops Within the School

Occasionally it maybe necessary for one shop to purchase6.8 materials from another shop in order to complete a produc-tion or plant order on time or to avoid carrying special mater-ials in stock. This transaction will be treated the same as adirect sale by the shop making the sale, the customer being theshop making the purchase. All such sales will be at cost priceof materials to the school, without mark-up.

The shop making the purchase will treat the transaction inthe same manner as a direct purchase order and record the salesslip number and the amount in the space provided on the produc-tion order covering the job for which the materials or supplieswere purchased.

D. Sales of Finished Goods from Stock

Sales of finished goods from stock will be made in the
same manner as direct sales of materials except that:

1. These sales may be made to the general public and school
personnel as well as to students.
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2. The description of the article sold must include the
production order number under which the article was
originally made.

3. The cost shown on the sales slip must be taken from
the inventory card, which may be over or under the
selling price as provided in the General Policies
Section.

E. Daily Sales to Shops Using Monthly Production Order Procedure

"Sales of Materials" (Form VT 75k) is also used to re-port sales of materials by the Food Trades and Baking Shops
and School Lunch Program, as well as sales of services in
the Beauty Culture and Barbering Shops. The procedure inthese cases differs from that used in direct sales as follows:

1. A. sales slip will be prepared daily for the sales made
for that day. The sales may be grouped under each type
of items, i.e., donuts, cakes, etc., or Job, i.e., per-
manent waves, shampoos, etc., and the total quantity and
total selling price for each type of items maybe shown.
It is not necessary to indicate the cost of materials forthese items as this is done on a monthly basis.

2. The white and canary copies of the sales slips will be
turned in to the school office daily-with the cash fordeposit. (See "Monthly-Production Orders") The Salmon
copies of these sales slips may be destroyed.

F. Sales of Scrap 6.8 Inventory Materials

3Sales of Materials" (Form VT 75A) should be used for
recording sales of 6.8 inventory materials when sold for
scrap. This would apply to such items as ends of steel orlumber, or similar materials which were originally purchasedfor stock.

G. Minor Production Jobs Not Exceed:mg $5.00

The sales slip (Form VT 75-A) may be used in place of
the production order form for reporting minor production Jobsnot in excess of $5.00. In such cases the sales slip replaces
both the production order and the stock requisition form;therefore, the information which would normally appear on eachof these forms must be shown on the sales slip.

The sales slip must show the name and address of the cus-tomer and give a complete description of the work to be per-formed. The labor charge should be shown as a separate item,
followed by a complete listing of all materials used for the
job with the cost and selling price for each item. The sales
tax will be added in the usual manner.
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The distribution of the copies of the sales slip when used
for this purpose will be similar to that outlined under "Direct
Sales of Materials".

XVIII. CHARGING FROM 6.8 STOCK TO SCHOOL ALLOTMENT (Form IT 75)

A. Instructor's Action

In order to withdraw materials, books or tools from the
6.8 stock for school use, the instructor will prepare "Material
Charged to School Allotment" (Form VT 75) filling in all the in-
formation called for on the form with the exception of the spaces
at the foot of the form below the signatures. In the space atthe top of the form marked "Credit Shop No." will be shown the
number of the shop from whose inventory the materials are to betaken. The shop for which the materials are to be used willbe shown in the column at the left-hand margin headed "ChargeShop". The first three copies of the form will be forwarded im-mediately to the school office. The green copy of each form
will remain in the pad, and all pads must be retained until audit.

B. Clerk's Action

Upon receipt of the forms from the instructor, the clerk
will complete the spaces at the foot of the form in accordance
with the information given by the instructor in the column
headed "Charge Shnp". She will enter the commitment to the
school's allotments on the "Allotment Record" (Office Form 31)for thu shop or shops involved, and present the forms to the
director for signature.

C. Distribution of Forms

The clerk will retain the canary copy of the form for theoffice files and will forward the white and pink copies to theOffice of Departmental Administration



FORM V.T. 75
CONNECTICUT STATE DEPARTMENT OF EDUCATION

Division of Vocational Ztlucation

MATERIAL CHARGED TO SCHOOL ALLOTMENT
School No.

Charge
Shop

Credit Shop No. Date

No. SA

Total Cost

Issued by Instructor

FOR S. D. E. ONLY

Year UnitNo....~........01=,..i.,
Sect.
No.

Approved by Director

APPROPRIA.TION AND EIXPENDITTRE CODING

Fund Agency Spec.
Iden. Aetiv. Char. 4t OW. X0IINT

major Minor
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SECTION III

CONTROL OF 6.8 INVENTORY

I. RESPC1SIBILITY FOR CONTROL OF STOCK

The instructor, by authority delegated to him by the school
director, is responsible for the control of the 6.8 inventory.
He is expected to see that the physical control of the stock is
properly maintained and that the necessary forms for withdrawals
are correctly issued so that year-end adjustments between the
physical count of stock on hand and the inventory records will
be kept to a minimum. Spot- checks of fast-moving items should
be made periodically throughout the year to test the accuracy
of his methods.

II. PHYSICAL CONTROL

All stock materials purchased through the 6.8 Fund must be
segregated in such a manner that they will remain separated from
instructional materials.

III. PERPETUAL INVENTORY RECORD (Form VT 83) (Alternate Form VT 15)

A. Maintaining of Records

Except in those shops where the monthly production order
procedure is used, a perpetual inventory record of 6.8 stook
materials must be maintained for each shop on either Form VT
83 or Form VT 15. Form VT 83 is a card record kept in a file
drawer, whereas Form VT 15 is a visible type record designed
for Post -Index equipment.

A separate card will be sot up for each stock item.
Where charges are made for miscellaneous materials, however,
a card will be set up for each group of materials (not more
than four items) handled in this manner; for instance, "Glue,
solder, tape, etc.". In these cases, the card will list the,
physical count of each type of materials on hand at the be-
gilning of the year, the unit cost and the total value, ar-
riving at an over-all total value of all items on the card.
The ,entries throughout the year will be made in money value
only.

B. Recording Receipt of Materials

When materials are received for stock, they will be en-
tered on the stock cards, showing the date, reference number,
and quantity received, arriving at a new balance (quantity)
on hand. The unit cost of the new shipment will be computed,
deducting the cash discount if such was allowed on the pur-
chase order, and the new cost will be entered on the card.
If materials are on hand from a previous purchase at a dif-
ferent unit cost than the new purchase, the unit cost must



-... i ...--- -............-
I COMMODITY

-
OR ARTICLE DEPARTM NT MAXIMUM MINIMUM

.-..-
UNIT OP MEASURE

SPECIFICATIONS OR DESCRIPTION VINDON
4
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OA 'i REFERENCE

NUMBER
UNIT
COST RECEIVED DISSURSED 'BALANCE DATE REP MINCE

NuMSER
UNIT
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a

_

Form VT 13



For -n VT G3 Connecticut State Department of Education
6.8 STOCK RECORD

SCHOOL SHOP MATERIAL
VENDORS SPECIFICATIONS

inventory Checked
Date By

Date Reference
Number

Unit
Cost Received Disbursed Balance Date Reference

Number Unit
Cout Received Disbursed Balance
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be changed to an "average" cost; for examples

on hand 50 lbs. steel 0 .15 $ 7.50
purchased 125 lbs. steel @ .18 22anew total on hand - 175 lbs. for $30.00new unit cost ($30.00 divided by 175 lbs.) = .17 per lb.

C. Recording Withdrawals

All withdrawals of stock must be posted daily from thestock requisitions (Form VT 82), showing the date, the re-ference number, and quantity withdrawn, arriving at the re-maining bit, ace on hand.

IV. PHYSICAL INVENTORIES

As of June 30 of each year, a physical inventory must betaken of all 6.8 materials on hand in each shop. This inventorymust represent the actual physical count of the items in stock.THE CARD RECORD MAY NCC BE USEDFORTIUS PURPOSE.

After the physical inventory has been prepared, each cardshould be adjusted to the physical count in the following mannersA line will be drawn after the last entry on the card and beneaththis ruling an entry will be made identified by the words "physicalinventory". This entry will show the date of the inventory and inthe balance column will be written the quantity of material on handas determined by the physical count. This then becomes the begin-ning balance for the new fiscal year. On the cards for the "mis-cellaneous" items, the physical count for each of the items in-cluded on the card must be listed and the total value of all itemsdetermined and entered on the card.

V. DISPOSAL OF OVER-STOCKED OR OBSOLETE MATERIALS

Every care must be exercised in ordering stock materials tomake sure that at all times the quantities on hand represent nor-mal requirements which will move from the shelves promptly. Inrare instances, because of unforeseen circumstances, materialsmay become overstocked or obsolete.

The instructor should periodically review his stock and if hefinds that he has excessive quantities on band or materials whichhave become obsolete he should report this situation immediatelyto the director who will send a list of the materials, togetherwith a Purchase
Requisition. marked "Request for Sale", to the Sur-plus Property Officer in the State Purchasing Division requestingapproval for disposal of the materials. Upon receipt of the ap-proved "Request for Sale" a sales slip will be issued in the usualway. The inventory value of the materials sold must be shown as"School Cost" on the Sales Slip regardless of the sales price.
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A

Acceptance, owner's for building operations . . 36
Accounts:

charge, for customers:
general policy . .

on shops using monthly production orders .

production orders on .

. 22
40
37

records to be kept for . . . 15
sales of material on . 44

Advance payments on "oduction jobs:
deposits of . . . . 34
handling of . . 34
handling of completed production orders on . 38
refunds of, due to concellation of production orders:

approval of, by director . . . 35
clerk's action . . . . . 35
instructor's action . . . 34
preparation and processing of customer's invoice . 35

Allotment:

charged by plant orders . . . . .
charged when purchasing materials for production work or resale 31
charging from 6.8 stock to school . 45

Approval:

by director (school), required for:
advance payment refunds . . 36
authorizations for changes to job specifications . 34
contracts . . . . . 24
extension of credit to customers . . . 22

. 19

. 11

. 29

. 26

. 23

. 13
by secretary, state board of education required for contracts 24
by state director, required for:

authorizations for changes to job specifications . 33
24
29
24

33
34
34
33
10

Automobile laboratories, plant orders used to purchase
materials for

28

job estimates .

over-all . . . .

plant orders
.

production orders . . . .

quotation and contract forms . . .

sales prices on stock orders .

contracts .

plant orders .

. . .

.
quotation and contract forms .

Authorizations:
for changes to job specifications:

approval of:
by director
by state director

distribution of copies . .

preparation of forms
.

for production work, general

B

Baking shop:

job estimate form used for . . 19
monthly production order procedure to apply to 39
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Barbering shop:

labor charges for . . . . 12
monthly production order procedure to apply to . 39

Beauty culture shop:
labor charges for . . . . . 12
monthly production order procedure to apply to 39

Billing:
of production jobs . . . . 37
of sales of materials . . . . 44
to customers, to be done by office of departmental
administration . . . . * . 15

Blanket orders:
used for direct purchases for jobs . . . 30

Board of education, state, units of, charges for:
general policy . . . . ,. . 13
statement of procedure . . . . . 16

Boards of 3ducation, town, labor charges for . . 12
Books, sales of, to students . . . . 13
Building operations contracts . 6 . 21
Business concerns, established:

extension of credit to . . . 22
financial responsibility of . . . . 21

Business concerns whose financial responsibility is
not known . . . . . 21

C
Cancelled production orders on which advance payment

has been made . . 0 . . 35
Cash discounts on purchases, method of handling . 31,32,36,47
Cash sales:

on individual production orders . 38
on monthly production orders . . 39
on sales slips . . . . . 43

Changes to job specifications, authorization for:
approval of:

by director . . . . 33
by state director . . . . . . 34

distribution of copies . . . . . 34
preparation of forms . . . . . . 4, 33

Charges:

classification of:
labor charges:

for all production work except as indicated below . 12
for philanthropic organizations, civic groups,

town boards of education, and agencies of the
state other than the department of education . 12

for vocational school students . . . . 12
in barbering and beauty culture shops . . . 12

for state department of education units . . . 13
for stock production orders . . . . 13
material charges . . . . . . 13

to production and plant orders:
damages to customer's property . . . 33
materials purchased directly for jobs . . . 31
materials withdrawn from stock . . . . 32
returning unused materials to stock . . . . 32
sales of stock between shops for particular jobs . . 32
spoilage of material on production work . . 33
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Charging from 6.8 stock to school allotment
Civic groups, labor charges for
Competition with industry, schools not in
Completed plant orders, treatment of:

clerk's action
instructor's action

Completed production orders, treatment of:
clerk's action:

when full payment is recorded on deposit slip being
submitted with the production order . 38

when payment has been included on a previous deposit slip 38
when the production order is to be billed 37

instructor's action 36
11

46
12

9

38
38

Contract basis, for all production work .

Contracts:

approval of:
by director

by secretary, State board of education
by state director

distribution of copies .

for building operations .

partial payments on .
production order used as .
purpose

quotation and contract form
Control of stock, physical
Control of stock, responsibility for
Controlled forms
Costs:

indirect, on production jobs
of training, production work as an aid to
school:

on production and plant orders
on sales of materials .

on shops using monthly production orders .

23

24
24
24
21
25
23

23
23

47
47
15

19
9

31

43
40

Credit:

extension of:

approval of director required on . 22
general policy . . 22

rating . . . . . 22
Customers:

billing to, done by office of departmental administration 15
definition of 11
delivery receipt . . . . . . . 36
financial responsibility . . . . . . 20
property, damages to . . . . . . 33
refunds to, of advance paymelits on cancelled orders 35

D

Damages to customer's property
Deferred income, used as heading in

on monthly production orders
Delivery receipt, customer's .

depositing receipts
33

40
36
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Deposit:
of advance payments on production jobs .

of cash payments on production jobs .

of cash payments on sales of materials .

of deferred income, used on monthly production orders
of payments on account * . ,

Direct purchases for jobs:
by blanket orders

.

by individual orders for specific jobs .

by use of petty cash funds . . * 0 6

method of charging to production and plant orders .

Direct sales of materials .

Director (school):
approval by, general policy .

approval by, specific, required for:
. . .

advance payment refunds . . .

authorizations for changes to job specifications .

contracts
extension of credit
job estimates .

plant orders . .

production orders . .

quotation and contract forms.
sales prices on stock production

responsibilities of:
follow-up of partial payments on
general policies .

supervision by, general policies
Director, state, approval by, required for:

authorizations for changes to job specifications
contracts
plan:: orders .

quotation and contract forms .

Discounts:

cash, on purchases, method of handling
customer, classification of

Disposal of over-stocked or obsolete materials
Donated materials

orders

contract jobs

34
38
43
40
37

30
31
31
31
42

11

35
33
23
22
20
29
26
23
13

25
11,16
11.

34
24
29
24

. . 32,36,47

. . 12

. . 48
5 33

Employees, work performed for
Equipment, production of, plant order used for
Equipment, repairs to plant order used for
Established business concerns:

extension of credit to .

financial responsibility
Estimates on jobs:

approval of, by director .

director's action on
indirect costs, charges not made for
general policy

.
plant orders based on

.

preparation of forms .

production orders based on
purpose and form

.

used for baking and food trades shops

10
27
27

22
21

20
20
19
10
28
18
18
18
19
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F

Financial responsibility of customer . . . 20
Finished goods, sales of, from stock . 44
Food trades shop:

job estimate form used for . . 20
monthly production order procedure to apply to . 0 39

Forms, controlled, pre- numbered . . 15

G

General:
fund receipts, sales slip not used for
public, direct sales of materials to

Governmental agencies:
extension of credit to

I

42
42

. 22

Indirect costs on production jobs . . . . . 19
Individuals:

extension of credit to 4 0 0 0 0 22
financial responsibility of . . . , 20

Industry, schools not in competition with . . . 9
Instructor, responsibilities ofs

control of stock . . . . . . 47
general policies . . . . . 12

Inventories:
physical:

monthly, in shops using monthly production orders 40
yearly, of 6.8 stock in all shops 48

records, perpetual, for control of 6.8 stock:
adjustment of physical inventories.
maintaining of records .

recording receipt of materials
recording withdrawals of materials

J

Job estimates:
approval of, by director .

director's action on . .

general policy .

indirect costs, charges not made for
plant orders based on. . . .

preparation forms . . . .

production orders based on.
purpose and form
used for baking and food trades shops

L

.

.

. .

. .

Laboratories, automobile, plant order used to purchase
materials for

48
. 47

47
48

. 20
. 20
. 10

19
28
18

. 18
, 18

19

28
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Labor charges:

for agencies of the state other than the state department
of education

0

for all production work except as otherwise indicated
for civic groups
for philanthropic organizations
for town boards of education
for vocational school students
in barbering and beauty culture shops
not made on production work for:

stock
units of state department of education

Law governing use of industrial fund

54

12
12
12

. 12
12
12
12

13,39
13

Materials:

charges to customers for, general policies
customers may supply, general policies
customers, spoilage of
donated

method of charging to production and plant orders:
damages to a customer's property
materials purchased directly for jobs
materials returned to stock
materials withdrawn from stock
sales of stock between shops for particular jobs

obsolete, disposal of
over-stocked, disposal of
purchases of, for production work and resale:

allotment charged when purchasing materials
diredtly for jobs:

by blanket orders
by individual orders for specific jobs
by use of petty cash funds

requisition used by instructor for
stock materials

returned to stock, method of crediting to production
and plant orders .

sales of:

between shops for particular jobs
daily, in shops using monthly production orders
direct . . . 4

finished goods, from stock .

on account

sales slip form not used for General Fund receipts
scrap 6.8 materials . . .

stock materials .

to other units of the department of education

7

13
10
33
33

.33

31
32
32
32

48
48

31

30
31
31
30
30

32

32,40,44

39,45
42
44
40,44

42
45
13
16,44

use of sales slip form for
spoilage of. .

supplied by customer, general policies .

supplied by school, general policies. .

withdrawn from stock, method of charging to production
and plant orders . .

Minor production jobs, not exceeding 0.00

42
33,40
10
10

31
45
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Miscellaneous processing materials:
method of carrying on inventory records . . . 47
use of nominal charge for . . . . . . 32

Monthly production orders:
end of month action . . . . . . 40
procedure to be followed during the month . . . 39
purpose and use . . . . . . . 39

0

Objectives, school . . . . . 8
Obsolete inventory matexials, disposal of . . . 48
Open order file . . . . . . . . 27
Overstocked inventory materials, disposal of . . . 48
Owner's acceptance, for building operations . . . 36

P

Partial payments, director is responsible for followup of . 25
Payments:

advance:
deposit of . . . . . . . . 34
handling of . . . . . . . . 34
refund of, due to cancellation of production orders:

approval of, by director . . . . . 35
clerk's action . . . . . . . 36
instructor's action . . . . . 35
preparation and processing of customer's invoice . 36

terms of . . . . . . 22
Perpetual inventory record for stock control:

adjustments to physical inventories . . . . 48
maintaining of records . . . . . 47
recording receipts of materials . 47
recording withdrawals of materials . 48

Petty cash funds, used for minor purchases on production jobs 31
Philanthropic organizations, labor charges for . . . 12
Physical control of stock . . . . . 47
Physical inventories:

monthly, in shops using monthly production orders . 40
yearly, of 6.8 stock in all shops . . . 48

Plans and specifications, need for . . . . . 10
Plant orders:

allotment charged by . . . . . 28
approval of:

by director . . . . . . 29
by state director . . . . . . 29

charges to:

materials purchased directly for jobs . . . 31
materials returned to stock . . . . . 32
materials withdrawn from stock . . . . 32
sales of stock between shops for particular jobs . 32
spoilage of material . . . . 33

distribution of copies of . . . . 29
estimates for . . . . . . 4, 28
purpose and form of . 27
quarterly, used for maintenance repairs and auto laboratories27
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Plant orders: (continued)

treatment of, upon completion of job:
clerk's action
instructor's action . . . .

use of:

extensive repairs to state-owned building .

maintenance repairs to state-owned buildings
and equipment . . , . . . .

materials for automobile laboratories . .

printing jobs done by a school for its own use 0

production of an article of equipment . .

Pre- numbered forms, control of . . . . .

Pricing of stock materials for inventory records . .

Printing jobs done by a school for its own use, plant
order used for . . . 0 . .

Process, work in, file . . . .

Production orders:
approval of, by director . .

charges to:
damages to customer's property .

materials purchased directly for jobs
materials returned to stock . .

materials withdrawn from stock
sales of stock between shops for particular jobs
spoilage of material .

distribution of copies of .

monthly:
end of month action

procedure to be followed during the month
purpose and use .

preparation of forms .

38
38

27

27
28
28
27
15

47

28
27

26

33
31
32

32
32

26
33

. . 40
. 39

I . 39
. . . 25

purpose . , . . . . . 25
quarterly, used for repairs to state cars for other S.D.E.

units . . . . . . . . 26
stock orders . . . . . . . . 38
treatment of, upon completion of job:

clerk's action:

when full payment is recorded on a ceposit slip
being submitted with the production order .

when payment has been included on a previous
deposit slip . . . . . .

when production order is to be billed
instructor's action .

used as a contract . . . .

work in process file . .

Production rates . . . . .

Public interest, aspects related to
Purchases of materials for production work and resale:

allotment charged when purchasing materials .

directly for jobs:
by blanket orders . . .

by individual orders for specific jobs
by 'Joe of petty cash funds . . .

requisition used by instructor for .

stock materials. . . . .

Q
Quarterly plant orders, used for maintenance repairs and auto

laboratories
Quarterly production orders, used for repairs to cars

S.D.E. units

38

38

37
36
23

27
12A

9

31

30
31
31
30
30

27
for other

25
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Quotations and contracts:
approval of:

by director . .

by state director .

distribution of forms . . . .

not to include tax .

use of forms . . .

Rates, production . . . .

Real Work:
as an aid to cost of training . . .

justification for use of . . . .

Receipt, customer's delivery . . . .

Records:
inventory, perpetual, for control of stock:

adjustment to physical inventories .

maintaining of records . . .

recording receipts of materials .

.

.

. . .

.

.

. .

. . .

. .

. .

. . .

. .

.

23

24
24
17
23

12A

9
8

36

48
47
47

recording withdrawals of materials . . . 48
retention of . . . . . . . . 15

Refunds of advance payments, due to cancellation of
production orders:
approval of, by director . . . . . 35
clerk's action . . . . . . 36

instructor's action . . . . . 35
preparation and processing of customer's invoice . 36

Repairs to state-owned buildings or equipment, plant order used
for:

extensive repairs . . 27

maintenance repairs . . . . . . 27

Resale, purchases of materials for . . . . . . 30

Responsibilities:
director, general policies . . . 11,16
instructor:

47
12

15

Returning unused materials to stock, method of crediting
to production and plant orders . . . . . 32

control of stock
general policies

Retention of records . . . . . . .

S

Sales:
daily, in shops using monthly production orders . . . 39,45
direct . . . . . . . . 42

of books, training supplies and tools . . . . 13

of finished goods from stock . . . . . 44
of scrap 6.8 materials . . . . 45
of stock materials, general policy . . . . . 13

on account . . . . . . . 40,44
sales slip form not used for General Fund receipts . 42

tax:
instructions for computing . . . . . . 17
on production orders . . . . 37
on sales slips . . . . . 43

to other shops within the school . . . . . 32,44

to other units of the department of education . 16,44
use of sales slip form . . . . . 42



INDEX 58

School:

allotment, charging from 6.8 stock to 46
cost:

on production and plant orders . . . 36
on sales of materials . _ . 43

lunch program, monthly production order procedure

39
8

Scrap 6.8 inventory materials, sales of 45
Secretary; state board of education, approved by . 24
Specifications:

and plans, need for 10
job, authorization for change to:

approval of:
by . . . . 33
by state director . . . 34
distribution of copies of forms . . . 34
preparation of forms. . . . . . . 33

Spoilage of materials . . 33,40State:

agencies, other than department of education, labor
charges for . . . . 12

department of education units, charges for:
general policy . . . . .. . 13
statement of procedure 16

director, approval by, required for:
aathorizations for changes to job specifications 34

. 24
. 29
. 24

46

. 47
records for, perpetual inventory:

adjustment to physical inventories 48
maintaining of,records 47
recording receipts of materials 47
recording withdrawals of materials 48

responsibility for
47materials:

physical inventories of
48

purchases of . . . 30
purpose and character of . . . . 30
returning of, method of crediting to production
and plant orders

32
sales of:

direct . . 42
finished goods .

44
general policies

. . . . 13
on account

. 40,44
scrap 6.8 materials . . . 45
to other shops within the school 32,40,44
to other units of the department of education 16,44
use of sales slip form ., 42

withdrawals of, method of charging to production

32

13,38

to apply to . .

objectives . . . .

contracts . .

plant orders
quotation and contract forms

Stock:

charging from, to school allotment
control of:

physical

and plant orders
production orders for



INDEX 59'

Students:

labor charges on production work for . . 12
sales of books, training supplies and tools to . . 13
work performed for . 4. . . 10

Supervision, by director, general policies . . . 11

T

Tax, sales:
instructions for computing . . 17
on production orders . . . . 37
on sales slips . . . . 43
:quotation not to include . . . 17

Terms of payment . . . . . 22
Tools, sales of, to students . . 13
Training costs, production, work as an aid to . . 9
Training supplies, sales of, to students . . . 13

U

Unit prices, on stock materials, method for computing 47
Unused material, returned to stock, method of crediting
to production and plant orders . . 33

w

Withdrawals of materials from stock, method of charging
to production and plant orders .

Work in process file
32
27


